JOB DESCRIPTION
Job Title:  Receptionist-Assistant Clerk

[bookmark: _GoBack]Town of Camp Verde
Job Description

  Position: Receptionist-Assistant Clerk
														

EXEMPT:		No					HIRING SALARY RANGE: 	
$14.60 per hour DOE

DEPARTMENT:		Clerk’s Office				LOCATION:					

REPORTS TO:		Town Clerk		

PREPARED BY:	D. Barber					DATE:			September 2013	

APPROVED BY HR DIR:				 		DATE:						
														

SUMMARY OF JOB DESCRIPTION: 

This is a moderately difficult administrative support position in the Office of the Town Clerk. An employee in this class is responsible for a broad range of tasks under the general direction of the Town Clerk in all of his/her duties, consisting of administrative, clerical duties, and direction of all activities in the Office of Town Clerk. 

ESSENTIAL DUTIES AND REPSONSIBILITIES: 

· Records and Information Management – secures and maintains all official Town documents; indexes all Town records; and distributes and tracks Town records; number, plainly label, and file all resolutions, notices, ordinances, deeds, surveys, leases, paid and unpaid vouchers, inventories, orders, and other documents, and keep current the data base. Must comply with ARS and the Town’s Records Management Policies and Procedures for all Town records. Receives, reviews, and forwards for approval records destruction requests for all town records for all departments. Processes records, files, and publishes/ posts ordinances and resolutions, composes and prepares correspondence in accordance with standard procedures, updating of pertinent lists and annotating of documents that are amended by their adoption

· Prepares and distributes agendas and supporting materials for Council meetings. Attends meetings of the Town Council, as needed, and prepares minutes of the proceedings to create the official record of Council actions

· Provides reception services at the front counter to include, but not limited to answering phones, greets the public, processes and distributes all incoming and outgoing mail, answers questions, and assists customers by directing them to the appropriate department, taking messages,  and/or providing public information

· Receives payment and prepares deposits

· Prepares business license certificates, maintains business license data base, sends renewal notices, and contacts businesses when payment is not received

· Assists and/or officiates at bid openings, as needed, and directs the preparation of contracts and agreements between the Town and bidders

· Assists in the conducting of all municipal elections of the Town. Prepares necessary resolutions, notices, candidate’s packets, ballots and absentee ballots, and affidavits for elections as directed

· Affirms, signs, certifies, notarizes, and transmits legal Town documents

· Tracks and orders postage and paper for all Town departments, and office supplies for the Clerk’s Office

· Responsible for maintenance of the copy machine(s), postage machine, etc.

· Sets up for meetings to include ordering meals as necessary

· Prepares correspondence as needed for the Manager, Clerk, and Council

· Prepares and updates the Mayor’s appointment calendar

· Additional duties as assigned

MANAGERIAL RESPONSIBILITIES (IF APPLICABLE): N/A

QUALIFICATION REQUIREMENTS:  U.S. Citizenship. To perform this job successfully, the individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability to perform the job. Reasonable accommodations will be made to assist individuals with disabilities in performing essential functions of the job.

REQUIRED SKILLS, KNOWLEDGE, and ABILITIES:

Strongly Skilled in:
· Communication: Skilled in expressing information both orally and written, with an excellent knowledge of English usage, composition, sentence structure, grammar, punctuation, and spelling; and establishing and maintaining satisfactory working relationships with the public, the Council, staff, and the media;
· Time Management: Prioritizing projects, managing time independently, and meeting deadlines;
· Organization: Strong organizational skills are required;
· Decision-making: Must be able to make good value judgments. 

Knowledge of: 
· Considerable knowledge of office procedures and business methods
· Considerable knowledge of the goals, purposes, and methods of municipal government
· Must be computer literate, with a working knowledge of Microsoft Office, Word, and Acrobat
· Website Management using WordPress

Ability to:
· Must have the ability to understand provisions of the Camp Verde Town Code, ordinances, resolutions, and state statues;
· Must be able to attend and satisfactorily complete required educational courses relating to election and municipal clerk certifications;
· Maintain confidentiality;
· Must be able to attend night and weekend meetings as needed;
· Maintain the Town’s website and newsletters.

Additional Requirements: 
· Must have strong customer service skills
· Must possess or acquire the Certified Municipal Clerk (CMC) designation from the International Institute of Municipal Clerks within a reasonable time
· Must possess or acquire the Certified Municipal Election Officer designation from the League of Arizona Cities and Towns within a reasonable time
· Must possess an Arizona Notary Commission or be able to become commissioned
· Must possess an Arizona Driver’s License
· Out-of-town trips are required for Clerk-related training
· Professional dress and neat appearance

EDUCATION and/or EXPERIENCE:  
An A.A. degree from an accredited college in the field of public or business administration or closely related field and a minimum of one year of related municipal experience is preferred. Any equivalent combination of education and progressively responsible experience may be substituted for the educational requirements. A CMC accreditation from the International Institute of Municipal Clerks and Certified Municipal Election Official are also required within three (3) years of hire date.

TOOLS AND EQUIPMENT USED:  
· Standard office equipment including computer, 10-key calculator, copy machine, fax machine, digital camera, printer, etc.
· Automobile

PHYSICAL DEMANDS:  
· Able to sit or stand for long periods.
· Able to type for long periods of time

WORK ENVIRONMENT:  
This position can be highly stressful and demanding at times due to inflexible deadlines and unanticipated work-related demands. Must be able to work overtime with short notice.
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